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Agenda 
 

1) Year End Guidelines 
 

2) Purchase Order/Change Orders 
a) Accounting Date required 
b) PO/Encumbrance Change Request Reminders 

 
3) Official Functions, Business Meetings and Entertainment OP72.16 

a) Attachment B 
 

4) Purchasing and Contracting documents being updated 
a) Publishing Contracting Handbook in July 
b) Purchasing OP’s will published in July 

 
5) Board of Regent Changes 

a) $1 Million Orders 
b) Regent Rules Changes/Highlights Concerning Purchasing Contracting 

1) 07.03 Fraud Policy 
2) 07.12 Contracting Policies and Procedures 

a) 07.12.1 
b) 07.12.2 
c) 07.12.3 
d) 07.12.7 

 
6) Travel 

a) Travel Checklist 
 

7) Accounts Payable 
a) Comments in TechBuy 

 
8) Questions and Answer Period 
 



Year End Guidelines 
 
Link: 
http://www.fiscal.ttuhsc.edu/purchasing/collateral/Year%20End%20Purchasing%20Guidelines.pdf  
 

http://www.fiscal.ttuhsc.edu/purchasing/collateral/Year%20End%20Purchasing%20Guidelines.pdf






Purchase Orders/Change Orders 
 
Accounting Date 
 
The accounting date on purchase orders is now a required field.   
 
 
 
 
 
 
 
 
 
 
 
 
 



PO/Encumbrance Change Requests Reminders: 
 
Please verify all items have been received and paid before closing an order.  If an 
item was cancelled or discontinued please make a note in the comments of the 
change request. 
 
Change requests are not to be used as a budget managing tool.  Please do not 
close/reduce orders if invoices have not been paid.   
 



Official Functions, Business Meeting and 
Entertainment OP72.16 

 
When requesting permission to serve 
alcohol during an event - Attachment B is 
required to be attached to the requisition.   
 
 



Purchasing and Contracting documents being updated 
a) Publishing Contracting Handbook in July 
b) Purchasing OP’s will published in July 

 
 
Board of Regent Changes 

a) $1 Million Orders 
b) Regent Rules Changes/Highlights Concerning Purchasing Contracting 

1) 07.03 Fraud Policy 
2) 07.12 Contracting Policies and Procedures 

a) 07.12.1 
b) 07.12.2 
c) 07.12.3 
d) 07.12.7 

 



Travel – Travel Card 
 
Travel Card Basics 



Travel – Travel Voucher Checklist 



Travel – Travel Voucher Checklist 



Travel – Travel Voucher Checklist 



Travel – Travel Voucher Checklist 



Travel – Travel Voucher Checklist 



Travel – Travel Voucher Checklist 



Accounts Payable 
 
Comments in TechBuy 
If you receive a comment/email from Sciquest@techbuy.ttu.edu, please read the 
message and respond accordingly. The message is most likely requesting 
additional information or an action from you in order to meet requirements for a 
payment to a vendor. 
 
If you respond in the Comments on Receipts or Invoices, make sure you copy 
Accounts.Payable@ttuhsc.edu.  
 
Invoices that are attached by comment please make sure to notify 
Accounts.Payable@ttuhsc.edu.  If they are not included on the comment they 
will not receive notification to pay the invoice. 
 

mailto:Sciquest@techbuy.ttu.edu
mailto:Accounts.Payable@ttuhsc.edu
mailto:Accounts.Payable@ttuhsc.edu


Accounts Payable – TechBuy Comments Email 



Questions ? 
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